
 
 

Step by Step Instructions - Find a Birth Record (1875 to 
1920) or Index (1875 - 1972) for Baltimore City, Maryland  
The instructions on this page are primarily meant for those who are visiting the Archives and are 
using our Search Room computers.  If you are off-site you can view indexes, as described in Steps 
1-3, but the actual records themselves can only be viewed at the Archives. 
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 ​Note:​ We recommend ​that you follow the step by step instructions below  

Start with the Index link 
Choose an index in the birth indexes section (Choose 'available online' from 
home. If at the Archives, you can also choose the 'available on archives' 
searchroom computers' option) 
 
After you find and click the index link for your year, please come back to this 
page and read Step #2 for information about what to do next. 

How to select the Index 
After step 1 you will see a page that looks a little like this ​(Sample Below)
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Immediately scroll, scroll, scroll ​until you see something similar to the 
image below (sample).  
 
Click ‘links' ​for the correct year.  

 
 
Click 'View as Multipage PDF'.  

 
 
If you clicked ‘View as Multipage PDF’ Skip ahead to Step 3 below. Before 
you skip ahead, note that in the PDF, you can click Ctrl-F and then enter a 
last name, to search the PDF by name.  
 

If you ​clicked the other link ​that shows, follow the Electronic 
Document Viewer Helpful Tips below.  

 
Electronic Document Viewer Helpful Tips (does not apply if you selected the 
‘View as Multipage PDF’ link) 

 

To the right of the document, take a 
guess at a page number and then 
click the 'Go' button  
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 To Zoom 
 Move your mouse towards the bottom 

right of the inner area of the page.  You will 
see a zoom in (plus sign) and zoom out 
(minus sign) button.  

 
 
 
 
 
 
 
 
 

To Scroll 
You may need to scroll in more than 
one place. Sample below. Also note 
that your index may have two 
columns of listings within one page.  

  
 

 

Write down all index information 
When the file opens, read the instructions or locate the header, if either exist. 

  Note: To enlarge, look for the plus icon or click Ctrl + on your keyboard (can 
click this multiple times, or Ctrl - on your keyboard to zoom out) 

  
If you chose the ‘Multipage PDF’ option in the last step​, you can click Ctrl-F 
and then enter a last name, to search the PDF by name.  
 
Make sure that you are in the right year, often the year is listed at the top of 
the Index page. The names found in the index are the parents names 
ordered by the father’s name. Next you’ll need to understand how to read a 
vowel index.  



Page 4 of 7 

 
How to Read a Vowel Index  

Vowel indexes are alphabetical by the first letter of the last name, then 
broken down into the first vowel that in the last name and then from 
there chronologically. So for example to find a Smith, you would go to 
the S's, then go to the section labeled "I" since that is the first vowel in 
the last name and then once in the "I" section for last names starting 
with S the people will be listed in chronological order starting in 
January. 
 
Sample of a vowel index, note that ‘u’ is the header as well as 1914.  

 
Once you find your index listing, ​write down all of the information​. 
 
The number you find is the ​certificate number​. This is very important. Write 
any letters found with this number as well.  
 
Close all of your open browser tabs except​ for the instructions and the 
‘find a birth record’ page.  
 
 
Sample below of tabs to close  

 
Note: You don’t want to click the ‘X’ found at the far right of the screen 
 
 
  
Sample below of ‘Find a Birth Record’ page.  
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Locate the Record (You must be in the Archives' searchroom) 

Go to the 'Birth Records' heading (listed below the ‘Birth Indexes’ section) 

Choose a listing that corresponds to the year.  
 
In the new page that opens, ​scroll towards the middle of the page​ to the 
section similar to this sample below.  

Choose a listing that corresponds to ​the​ ​year and month. ​The description 
field may list the certificate number range​. Sample below. ​Click ‘Details' ​in 
the Detail column.  

 
 

 
Note:​ If you see an icon of a padlock next to the details link, it doesn’t 
necessarily ​mean that the specific record you are looking for is restricted.  

 
 

 
If you see the letters SR or CR​, instead of clicking the link, ​we recommend 
you write down the number, then pick up a copy of the archival film viewer 
instructions (separate from these instructions). The Archival Microfilm viewer 
is a ​great way ​to view and/or print your record.  
 
Go to your desktop to find the Archival Film Viewer icon.  
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If you clicked the link instead​, the Electronic Document Viewere website 
will open.  Instructions are located on page 2 though the page you may see 
will look a bit more like the sample below. 
 

 Note: ​Search by certificate number​, not by birth date or last name.  

  
Certificate numbers can be found in the top right corner of the record.  
 
In the sample below, the certificate number is 61  

 
 
In this sample, the certificate number is B36421 

 
 

Example -​ The certificate number you found in the index listing is 
B3435. You are in the red website. You see there are 100 pages. You 
jump to page 5 and the certificate number is ‘23455’. Since there are 
100 pages, you might now jump to say page 50 and notice the 
certificate number is now say ​A​3435. If you jump again to page 70 you 
might find the number is ​B​0004​. 

 

 

 
 
Printing or Photographing 
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Set up a print account ​if you don’t already have one. To set up your print 
account please visit the lobby (near the door) of the Archives. 

If the certificate is in a pdf you’ll need to move your 
mouse towards the bottom of the certificate, to see a 
horizontal black bar. Click the icon that looks like a 
printer. In the next screen, select Current Page 

Click ‘Print’ underneath the preview of the certificate. 

 

If you are in the Electronic Document Viewer Website, the print icon will 
appear towards the top of the certificate. You may be unable to select 
‘Current page’. This is O.K. Before clicking ‘Print’ underneath the preview of 
the certificate be sure you see ‘Page 1 of 1’. 

 

If you are printing from the Archival Microfilm Viewer instead, see the 
Archival Microfilm Viewer instructions. 

 

You can also photograph the record with your camera phone (no flash 
allowed) or at our photography station located to the right of the circulation 
desk.  

 


